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Non-Discrimination Clause

Federal law prohibits discrimination on the basis of race, color, religion, sex,
national origin, age, or disability in any educational programs or activities
receiving federal financial assistance. (Title VI and VII of the Civil Rights Act
of 1964; Title IX of the Education Amendments of 1972; Section 504 of the
Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990.)

It is the policy of the Idaho State Department of Education not to discriminate in
any educational programs or activities or in employment practices.

Inquiries regarding compliance with this nondiscriminatory policy may be
directed to Mr. Tom Luna, State Superintendent of Public Instruction, P.O. Box
83720, Boise, Idaho 83720-0027, (208) 332-6800, or to the Director, Office of
Civil Rights, Department of Education, Washington, D.C.




CHILD COUNT - FEDERAL REGULATIONS

Reports--Program Information

§300.640 Annual report of children served--report requirement.

(a) The SEA must annually report to the Secretary on the information required by section
618 of the Act at the times specified by the Secretary.

(b) The SEA must submit the report on forms provided by the Secretary.
(Authority: 20 U.S.C. 1418(a))

§300.641 Annual report of children served--information required in the report.

(a) For purposes of the annual report required by section 618 of the Act, the State and
the Secretary of the Interior must count and report the number of children with disabilities
receiving special education and related services on any date between October 1 and December 1
of each year.

(b) For the purpose of this reporting provision, a child's age is the child's actual age on
the date of the child count.

(c) The SEA may not report a child under more than one disability category.

(d) If a child with a disability has more than one disability, the SEA must report that child
in accordance with the following procedure:

(1) If a child has only two disabilities and those disabilities are deafness and blindness,
and the child is not reported as having a developmental delay, that child must be reported under
the category "deaf-blindness."

(2) A child who has more than one disability and is not reported as having deaf-blindness
or as having a developmental delay must be reported under the category "multiple disabilities."
(Authority: 20 U.S.C. 1418(a), (b))

§300.642 Data reporting.

(a) Protection of identifiable data. The data described in section 618(a) of the Act and in
§300.641 must be publicly reported by each State in a manner that does not result in disclosure
of data identifiable to individual children.

(b) Sampling. The Secretary may permit States and the Secretary of the Interior to
obtain data in section 618(a) of the Act through sampling.

(Authority: 20 U.S.C. 1418(b))

§300.643 Annual report of children served--certification.

The SEA must include in its report a certification signed by an authorized official of the
agency that the information provided under §300.640 is an accurate and unduplicated count of
children with disabilities receiving special education and related services on the dates in question.
(Authority: 20 U.S.C. 1418(a)(3))

§300.644 Annual report of children served--criteria for counting children.

The SEA may include in its report children with disabilities who are enrolled in a school or
program that is operated or supported by a public agency, and that--

(a) Provides them with both special education and related services that meet State
standards;

(b) Provides them only with special education, if a related service is not required, that
meets State standards; or

(c) In the case of children with disabilities enrolled by their parents in private schools,
counts those children who are eligible under the Act and receive special education or related
services that meet State standards under §§300.132 through 300.144.
(Authority: 20 U.S.C. 1418(a))



§300.645 Annual report of children served--other responsibilities of the SEA.

In addition to meeting the other requirements of §§300.640 through 300.644, the SEA
must--

(a) Establish procedures to be used by LEAs and other educational institutions in
counting the number of children with disabilities receiving special education and related services;

(b) Set dates by which those agencies and institutions must report to the SEA to ensure
that the State complies with §300.640(a);

(c) Obtain certification from each agency and institution that an unduplicated and
accurate count has been made;

(d) Aggregate the data from the count obtained from each agency and institution, and
prepare the reports required under §§300.640 through 300.644; and

(e) Ensure that documentation is maintained that enables the State and the Secretary to
audit the accuracy of the count.
(Authority: 20 U.S.C. 1418(a))



Child Count Codes and Descriptions

Teacher SSN (Social Security Number) and
Teacher Name: Teacher SSN and name
as it appears in the IBEDS system.

District (LEA) #

Building #: Report the valid building number for
the building in which the student’s enrollment and
attendance is reported.

Student SSN: Enter the Social Security Number if
possible. If the SS# is not known leave blank. The
special education data system will assign an
identifying number when the information is
entered.

Student Name: Last, first, middle initial. Do not
use nicknames or abbreviations. The middle initial
is not required.

Birth Date: Month, day, and year. Use numerical
entries.

Gender: M for Male, or F for Female.

Ethnicity: From school records or as reported
by the student or parent.

01 American Indian/Alaskan Native
02 Asian

03 Black or African American

04 Native Hawaiian/Pacific Islander
05 White

06 Hispanic or Latino

07 Other/Unknown

LEP Status: Y for students who meet the
definition of Limited English Proficient under
the Elementary and Secondary Education Act, 20
USC; N if the student does not meet the definition.

Grade: P for preschool, K for kindergarten, use
numbers for grades 1-12, use 13 for students who
continue beyond the 12™ grade.

Hours and Minutes: List the total time each week
that a student or parent receives special
education/related services.

Educational Environments for School Age: Use
the following codes for 6-21 year olds.

*DEFINITION: The General Education
Classroom is defined as an environment that

includes 50% or more non-disabled children who
are representative of the general school
population. For students with disabilities who
receive their education in a public virtual school
setting, the general education classroom is defined
as the same environment as that in which students
without disabilities receive instruction, i.e. the
home environment.

01 Student is inside the general education
classroom* 80% or more of the day. In
a 6 hour school day, the student is inside
the regular class at least 4 hours and 48
minutes.

02 Student is inside the general education
classroom at least 40% but not more
than 79% of the school day. In a 6 hour
school day, the student is inside the
regular class at least 2 hours, 25 minutes,
but not more than 4 hours, 47 minutes.

03 Student is inside the general education
classroom less than 40% of the school
day. In a 6 hour school day, the student is
inside the regular class 2 hours, 24
minutes or less.

11 Student is in a district self-contained
classroom in a separate special
education school for more than 50% of
the school day — more than 3 hours in a
6 hour day.

12 Student is placed in a private special
education day school / facility at public
expense for more than 50% of the
school day — more than 3 hours in a 6
hour school day.

13 Student receives education services in
public residential facility for more than
50% of the school day and resides in
that facility during the school week.

14 Student receives education services in a
private residential facility at public
expense for more than 50% of the
school day and resides in that facility
during the school week.

15 Student receives special education
services in a hospital or homebound
setting (do not include home-schooled



16

21

25

students or virtual charter school
students.)

Student receives special education
services in a detention center or
correctional facility.

Student is voluntarily enrolled in a
private school by parents. The only
services provided at public expense are
special education/related services. Include
children whose parents have chosen to
home-school them. Do not include
students enrolled in a public virtual
charter school.

Gifted/Talented program/setting (use
this environment code only with the
Gifted/ Talented exceptionality code 03)

(see the GT Child Count Section)



Child Count Codes and Descriptions — Cont.

Educational Environments for 3-5 YEAR
OLDS: Use the following codes for 3-5 year olds.

The student attends a public or private Regular
Early Childhood Program that includes at least
50% non-disabled children.

41 In a Regular Early Childhood Program
at least 80% of the time.

42 In a Regular Early Childhood Program
at least 40% but not more than 79% of
the time.

43 In a Regular Early Childhood Program
less than 40% of the time.

Children attending regular early childhood
programs should be reported in one of the
environments above even if they receive
special  education  services in  other
environments.

The student DOES NOT attend a Regular
Early Childhood Program but DOES attend a
public or private Special Education Program.

44 Separate Class: Student attended a
special education program in a class with
less than 50% non-disabled children.

45 Separate School: Student received
education programs in public or private
day schools designed specifically for
children with disabilities.

46 Residential Facility: Student receives all
special education and related services in a
public or private residential facility.

The student DOES NOT attend a Regular
Early Childhood Program and DOES NOT
attend a Special Education Program.

47 Service Provider Location: Student
receives all special education and related
services from a service provider.

48 Home: Student receives special education
and related services in the principal
residence of the child’s family or
caregivers. Include students who also
receive services in a service provider
location.



Determining Educational Environments for 3-5 year olds

Does the child attend a public or

YES

Use these Ed Environment codes

private REGULAR early childhood
program?

A Regular early childhood program is a

program that includes at least 50% non-

disabled children.

Early childhood programs include:
* Head Starts
* Kindergarten
* Reverse mainstream classrooms
* Private preschools
* Public school Preschool classes

* Group childcare

NO

Does the child
attend a

SPECIAL
EDUCATION

YES

Use these Codes

program?

ol

The child DOES

NOT attend a
Special

Use these Codes

Education
program

Education Environment Code
In a regular early childhood program
at least 80% of the time 41
In a regular early childhood program
40% to 79% of the time 42
In a regular early childhood program
less than 40% of the time 43

Separate Class 44
Separate School 45
Residential Facility 46
Service Provider Location 47
Home 48




Child Count Codes and Descriptions — Cont.

Exceptionality: List one of the following:

01 Learning Disability (ages 5-21 only)
02 Cognitive Impairment

03 Gifted/Talented

04 Speech Impairment

05 Language Impairment

06 Emotional Disturbance

07 Health Impairment
08 Orthopedic Impairment

09 Deaf
10 Hearing Impairment
11 Visual Impairment

12 Deaf/Blindness
13 Multiple Disabilities

14 Developmental Delay (ages 3-9 only)
15 Autism Spectrum Disorder
16 Traumatic Brain Injury

Special Education and Related Services / Gifted
Codes: Use codes 1-22 to list all special education
and related services identified on the IEP or SP.

01 Speech Therapy

02 Language Therapy

03 Occupational Therapy

04 Physical Therapy

05 School Psychological Services

06 Social Work

07 Licensed Psychological Services

08 Adaptive PE

09 School Health

10 Counseling

11 Vision Services

12 Hearing Services

13 Specially Arranged Transportation

14 Family Support Services (Home Visits,
Parent Training, Counseling)

15 One-to-one Paraprofessional in General
Classroom

16 Vocational Services (Job Coach/
Placement)

17 Vocational Rehabilitation
18 Assistive Technology Device

19 Assistive Technology Service

20 Intensive Behavior Intervention

21 One-to-one Paraprofessional Outside of
General Classroom Setting

22 Hearing Impaired Interpreter Services

23 Title 1 Services

25

Psycho-Social Rehabilitation

31 Orientation and Mobility

32 Community Based Education

33 Prevention or interventions for emotional
or behavioral concerns

34 Extended School Year

Gifted Area Codes

26 Gifted Talented/Academic

27 Gifted Talented/Visual & Performing Arts

28 Gifted Talented/Leadership

29 Gifted Talented/Creativity

30 Gifted Talented/Intellectual



Child Count Codes and Descriptions — Cont.

Inactive Reason Code: Any student who was
reported as active in special education on the
previous December 1 Child Count and who
subsequently exited special education at some
time between the previous December 1 child
count and December 1 of the current school year
must be reported as Inactive using one of the
following Inactive Reason Codes.

Note: Of these students, those who were at least 14
years of age and older on the previous December 1st,
and who exited by June 30, will have already been
reported on the Exiting Data collection submitted in
October.

01 Graduated with diploma — met
regular requirements: Student exited
by meeting comparable academic
requirements that are equally as rigorous
as regular academic requirements
established by the district and received
an identical diploma. Also include:

e Students who continued in
secondary education and a
GED program and received a
GED

e Students incarcerated in
juvenile detention or adult
corrections and received a GED

02 Graduated with diploma — met IEP
requirements: Student received a
diploma by completing graduation
requirements that modified the
coursework, exempted the student from
the course, or identified alternate
methods of demonstrating competence
as identified by the IEP team.

03 Certificate of Completion: Student
completed graduation requirements that
were modified or determined by an IEP
team and received a certificate of
completion or other document that is not
a regular diploma. Students who receive
a GED are not included.

This code cannot be used unless this certificate or
document is available to all other students and is
awarded to typical peers without disabilities in
the same graduating class.

04 Reached Maximum Age: Student
completed the semester in which he or

05

06

07

she turned 21 without receiving a
diploma or certificate.

Dropped out: Student was on last
year’s child count, is not currently
enrolled, and does not meet the
definition for any other inactive reason.
Include:
e dropouts
® runaways
e expelled students (not receiving
district services)
e students whose status is
unknown
e students who left school and
then received a GED

Any contradiction between the dropouts reported
in the special education exit data collection and
those reported in IBEDS may trigger a
monitoring Vvisit.

Moved, Known to be Continuing:
Student moved out of the district’s
catchment area or otherwise transferred
to another district or LEA and is known
to be continuing in a general or special
education program. Include students
receiving education in:

e residential treatment centers
juvenile detention centers
correctional facilities
private schools
Job Corps
e Virtual Charter Schools

To use this code there must be verification that
the student is continuing in some education
program in the form of a request for records or a
statement from the parents. Hearsay is not
adequate verification that the student is known to
continue.

Returned to General Education:
Student no longer has an IEP and
receives all educational services from a
regular education program. Include:

e Students placed in a private
school who are receiving
general but not special
education

e Students known to be receiving
general but not special
education in a home school
setting.

08 Deceased: Student died since the last

count.




Certification of Child Count:

After you have sent your December 1, 2008 Child Count data to the Special Education
Section (no later than December 10, 2008,) this office will import the data into the statewide
Special Education Student Enrollment system and validate the data against statewide data as
well as your district information. If problems arise during this process, we will contact the
district for assistance in resolving these issues. Once this import and validation sequence
has been completed and the data satisfactorily “scrubbed,” the Special Education team will
return the following to the district:

e A new Enrollment Status by Teacher Report generated after the validation
process. This will be an Excel file named enrolxxx.xls and will contain the list of
all active and inactive students present in the state data for 2009 for your
district.

e An Exceptional Child Summary Report named sumxxx.xls containing your Child
Count by age and exceptionality.

e Certification Form for the child count that must be printed, signed by the
appropriate official and mailed to Special Education.

The enrolxxx report will be used as a form for making changes to student data, deleting and
adding students; the sumxxx report will be used for verifying the summary totals. We will
provide comprehensive instructions on how to indicate changes and format the enroliment
report for returning it to the SDE with the report.

Changes to your Child Count Data and Certification of the Data must be submitted to Special
Education no later than January 10, 2009.




Certification Upon Review
December 1, 2008 Special Education Child Count

(To be completed by District Superintendent or Special Education Director)

I verify that I have received and reviewed the following Child Count Reports:

Enrollment Status by Teacher Report —

Active & Inactive Students
Initial

Exceptional Child Count Summary
Initial

Upon review of the above, I hereby certify that to the best of my knowledge the December 1,
2008 Child Count data as reported by the Idaho State Department of Education for this district
are accurate (initial one)

as corrected as is

and reflect an accurate, unduplicated count of all the Special Education students in this district. If’
you have checked as corrected, you must submit all corrections to the Child Count with this
form. All active students reported are eligible for special education, have a current valid IEP,
were enrolled in this district on December 1, 2008, and were receiving special education
services.

This form, along with any necessary changes and/or additions to the Child Count, must be printed, signed and
submitted to the State Department of Education no later than January 10, 2009.

District Number District Name

Signature

Name

Title



SPECIAL EDUCATION CHILD COUNT STUDENT INFORMATION
December 1, 2008

District #
Teacher Name Building #
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Idaho State Department of Education, Special Education 9/9/2008



Special Education Student Enrollment System
ASCII File Layout

Districts that use another program to collect special education student information, must export
that data from the secondary data system and import it into the Special Education Student
Enrollment (Child Count) System. To accomplish this, the secondary program must output an
ASCII file with exactly the length and layout below. Once out, that ASCII file can then be
imported, by the district, into the SPED system. No ASCII files will be accepted at the SDE.

Student Enrollment File Lavout

Field Description
School Year

District

Building

Grade

Teacher SSN
Educational Environment
Exceptionality

Related Service
Related Service
Related Service
Related Service
Related Service
Related Service
Related Service
Related Service
Related Service
Related Service

LEP

Hours per Week
Minutes per Week
Status

Inactive Reason
Inactive Date

Referred Infant Toddler
Infant Toddler IEP Date

Student SSN
Last Name
First Name
Middle Initial
Date of Birth
Gender
Ethnicity

Size

»—Ar—-sl\)'—‘l\)l\)'—'l\)l\)l\)l\)l\)l\)NNNNI\JI\)\OI\)U)U)-P

(=)

Type
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Character
Numeric
Numeric
Character
Character
Character
Character
Character

Character
Character
Character
Character
Character
Character
Character

Description
e.g. 2008 = School Year 2007/2008

Validated to District table
Validated to Schools table-must be valid with District
P, K, 1-13 required

Validated to Educ Env table-formerly Service Location
Validated to Exceptionality table
Validated to Srvc Location table. 10 possible not duplicated

LEP Student? “Y”es, or “N”o
Range for Minutes and Hours is 20 Minutes — 40 Hours

“A”ctive or “I"nactive

Required if Inactive. Validated to Inactive Reason table
Required if Inactive. MM/DD/CCYY

Age 3 Referred from Infant Toddler “Y”’es, or “N”’o

If above Yes, IEP Date required MM/DD/CCYY
Following continues for Student Data

MM/DD/CCYY

“M”ale or “F’emale

Validated to Ethnicity table. Uses 2 digit NCES numbers. e.g.
05=White, 06=Hispanic etc.




Special Education Gifted and Talented ASCII File Layout

9/9/2008
Gifted and Talented Student Enrollment File Layout
Field Description Size Type Description
School Year 4 Character e.g. 2009 = School Year 2008/2009
District 3 Character Validated to District table
Building 3 Character Validated to Schools table-must be valid with District
Grade 2 Character P, K, 1-13 required
Teacher SSN 9 Character
Educational Environment 2 Character Validated to Educ Env table
Exceptionality 2 Character Validated to Exceptionality table-Must be GT
Related Service 2 Character Validated to Srvc Location table. Must be GT. Not duplicated
Related Service 2 Character
Related Service 2 Character
Related Service 2 Character
Related Service 2 Character
Related Service 2 Character
Related Service 2 Character
Related Service 2 Character
Related Service 2 Character
Related Service 2 Character
Spec Ed Service 1 Character “Y”es, or “N”0-Did student receive Spec Ed Services
Spec Ed Exceptionality 2 Character If Yes above, Spec Ed Exceptionality-Must be non GT
504 Services 1 Character “Yes, or “N”0-Did student receive 504 services
Following continues for Student Data
Student SSN 9 Character
Last Name 20 Character
First Name 9 Character
Middle Initial 1 Character
Date of Birth 10 Character MM/DD/CCYY
Gender 1 Character “M”ale or “F’emale
Ethnicity 2 Character Validated to Ethnicity table. Uses 2 digit NCES numbers. e.g.

05=White, 06=Hispanic etc.

AsciiGT.doc
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Special Education Exiting Data Collection
Due October 10, 2008

Background

The State Department of Education is required to report, by November 1 of each year, all
children, who were age 14 or older on the previous December 1 child count, Exiting
Special Education during the period of July 1 of the previous year through June 30 of the
current year.

We currently have in the state special education database all of the students that districts
and LEAs exited as of the previous December 1 Child Count. However, this leaves a six
month gap in the data that we are required to report to OSEP — the period from December
2 through June 30 of the current year.

In order to obtain the data necessary to enable us to submit our report to OSEP in a timely
manner, we have slightly modified the Special Education Student Enrollment System to
accommodate an Exiting data submission prior to the submission of the complete child
count. These program modifications all happen in the background and should be
completely transparent to school district and LEA users. The way in which you will enter
and submit your Child Count data, including this exiting data, will be unchanged. The
Exiting Data must be submitted to the SDE each fall no later than October 10. This data
collection is for a very limited group of students, and it is very important to note that any
work that you do for this Exiting Data submission will be saved in your system — it will
not have to be redone.

What is Required for the Exiting Data Submission due October 10, 2008

As stated above, the federal regulations require us to submit a count of the number of
children exiting special education between July 1, 2007 and June 30, 2008. Since we
already have that information up until December 1, 2007, you must submit to the SDE
the exit data for the December 2, 2007 — June 30, 2008 period. These are
e all students who exited for any reason between 12/01/07 and 6/30/08 and who
were
e at least 14 years of age at the time of the last child count in which the
students were reported as active.

This is all that is required by October 10, 2008.

Remember: Since you will be using the Child Count program and data files that contains
all of your district’s previous year data, you can enter as much data above and beyond
these minimum requirements and your work will all be saved for the December Child
Count submission.



Using the Special Education Student Enrollment System to report your
Exiting Data

After you have copied your district’s Special Education Student Enrollment System program files
and 2008 child count data from the secure Remote File Manager site, you will use the same
procedures for reporting these exiting students as you will for the full Child Count.

You will need, for each student that exited special education the following information:
¢ Inactive Reason Code

Important! Be certain that the Inactive Reason codes used for these students are correct and in
compliance with federal and state data definitions. Refer to the Inactive Reason Codes list that
includes the federal definitions for basis of exit.

o Exit date

e LEP status as of the exit date (The system defaults to the LEP status as of the
previous December 1, but this should be verified. For Example, if LEP status
changed from Yes to No before the student exited, make sure you check the No box.)

e Make sure the student’s Birthdate is accurate

e Make sure the student’s Gender is accurate
Make sure the student’s Race/Ethnicity is accurate

Spec1al Education Exiting Data Collection
Exiting Worksheet Report
To determine which of the active students on the December 1, 2007 Child Count may

need to be considered for this Exit Data Collection, you may want to run the Exiting
Worksheet Report. This report can be found under the Student Information menu.

+ Special Education Student Enrollment System
STl Tl e =1 e Supporking Tables  State Reports  Federal Reports  Monikoring Profiles Reports  Data Export/Import Functions  Systern Control
Student InFormation EHtrw’Update
Reassign Student 55M

Required LEA Audit Reports 3

Exiting Worksheet Report

Enraollment Skatus by Teacher Report
Enraollment Skatus by Student Report

Exceptional Child Summary Reports 3

Gifted and Talented Student Infomation 3

Exit

» This report will list, by teacher, all students who were active on the previous child
count and who were at least 14 years of age.
* To run the Report:
— Change the School Year to 2008.
— Leave all buildings unmarked.
— Student Status should be Active.
— Click Continue with Report



+ Exiting Students Worksheet Report

School Year: | EIEE

418 |THREE CREEK.JT ELEM DISTRICT _]

District(s): Untag Al
o Active © Inactive
" Both Active & Inactive

Student Status:

i+ Report Only
Qutput:|  DBF File Only
" Report and DBF File

This reports students who were age 14 and older and were active on the most recent child count.
Student information includes SSK, Mame, Age, and Exceptionality. Students are grouped by District,
Building, and Teacher.

Continue with Report | Exit |

All of the students that must be reported on the Exit Data collection will appear on this list
because they were active on the previous December 1 child count and they were at least 14 years
of age at that time. However, not all students who appear on this report will necessarily be
reported in the current exiting data. Many will be continuing in special education and will be
reported as such on the December 1 Child Count. Only those students who are on the Exiting
Worksheet Report and who exited by June 30th will need to be included in the October 10th
exiting data submission.

Entering Inactive Students on Student Information Entry/Update screen

For each of the students that you will report using the above information, you will be creating a
New record in the 2009 year. To do this, go to the Student Information drop-down menu .
Select Student Information Entry/Update

\Special Education Student Enrollment System

Supporting Tables  State Reports  Federal Reports  Monitoring Profiles Reports  Data ExportfImport Functions  Syskem Control

lent Inf on Entry/Update
Reassign Student 55N
Required LEA Audit Reports »

Exiting Workshest Report
Enrollment Skatus by Teacher Report
Enrallment Status by Student Repart

Exceptional Child Summary Reporks 3

Gifted and Talented Student Infomation 3

Exit




The ICONS

Whenever you are working in a Student Enrollment Information screen, several icons
representing a series of possible functions appears at the left of the screen above the data entry
screen.

| Special Education Student Enrollment System

Studert Infarmation  Supporting Tables  State Reports  Federsl Reports  Monitoring Frofiles Reparts  Data ExportjImport Functions  System Control

EIEIEALT] Sl v
PDATE RESTORE " pEETR!

:/Student Enrollment Information

}zl

Enrollment Info I 1

School Year:| 2009

Student-S50;: | [EE Last Marne:| First Name: | Mif
Birth Date:| 1/ Gender. & Male ¢ Fermnale  Ethnicity: - LEP:T™ No T Yes

Grade F Educational Environment; -
PeriesicHrs| o Minutes| o | Bxceptionaltyf |1

Special Education Services

| =l |
| =l | ~lf
| | =l
B |
E |

Digtrict| 416 ~| | THREE CREEK JTELEMW DISTF ~ Building b2
Teacher S5M:| - - TeacherName.|
Status. & active  Inactive | Inactive Reason: - Inactive Date:| ;¢

Icon descriptions:

* NEW - Click to bring up an empty data entry screen for adding a new record to the
current year. A new record can be a student entered into the system for the first time, a
continuing student from the previous year or an exiting student from the previous year.

» UPDATE - Use only to make changes to a record that has already been added to the
current year. For example, use to correct a birthdate or the spelling of a name that has
already been added and saved.

* SAVE - This icon is activated when the NEW or UPDATE icons are click. Use to save a
new record or changes to a record.

*  RESTORE - Discards any information on the record currently on the screen and restores
screen to previous record. Screen is deactivated until NEW or UPDATE is clicked again.

 DELETE — Removes a record from the data. Should be used very carefully and only to
remove a record that was entered by mistake. DO NOT USE TO MAKE A STUDENT
INACTIVE.

* CLOSE - Closes the Student Enrollment Information window.

Entering Inactive Students on Student Information Entry/Update screen

To bring a student’s record into the 2009 school year, click on the New icon. Ensure

that the School Year displayed is 2009.

» Enter the student’s SSN or assigned ID number, exactly as listed in the previous
year, in the Student SSN field. This will bring the students record forward into
the current year.



: Student Enrollment Information |>il

Enrollment Info l i - : l

SchUUIYear.lzuug
Student- 55N [ LastMame: First Marne: mif
Birth Date:| Gender:| & pale ¢ Female | Ethnicity: - LEP:T Mo [ ¥Yes

Grade:| Educational Erwiranment:| | |
PerWeek—Hrs:l_g M\nutes:l_g Exceptionaliw:i - |

Special Education Services

| |
= |
| | =l
I |
| | =l

Distriet | 416 »| | THREE CREEKJT ELEMDISTF  Building| =] |

Teacher 3SM:| - - TeacherName:]
Status:| & Active O Inactive [ Inactive Reason: v” Inactive Date:i i

When you enter a student’s SSN or ID into the Student SSN field, the student’s record from the
previous year is brought forward into the current year. The Prior Year Information box tells
which components of the record are brought into the current year. Click OK. Most of this
information will not need to be changed for these inactive students.

: Student Enrollment Information |>i!

Enrollment Info l ; - : l

School Year.l 2009
Student—BSN'iDgg.u.agng LaStNamE']Chgngy First Mame:| Dick Mi'i—

Birth Date:| n3/03/1997 Gender:| & pale ¢ Female | Ethnicity{o7 - LEP: ¥ Mo [ Yes

Grade:| Educatigna
PerWeek—Hrs:l_g Minutes:

J i
[ e
[l
’—L| |
| [l
[l |

District| 416 »| | THREE CREEK.T ELEMDISTE  Building:{ 01 _~| |THREE CREEK ELEM-JR HI SCHC
Teacher S5N:| c00-00-0000 TeacherNamEZ]Doe,Jane

Status:| & Active © Inactive | Inactive Reason: v] | Inactive Date:i i

»  Verify that the Birth Date for this student is correct.

*  Verify that the Gender, Ethnicity and LEP status are all correct for this student.

* In the Grade field enter the last grade completed before the student exited or the grade in
which they were last active in special education.

» It is not necessary to enter Per Week Hrs and Minutes for these inactive students.

* Change the Status from Active to Inactive.

*  Enter the appropriate Inactive Reason Code.

» Enter the Inactive Date (Exit date.)

*  Click the Save icon



: Student Enroliment Information |)<!

Enroliment Info l ; o : l
School‘r‘ear:lznng
Student—SSN:ioua.u.anun LastName:]Cheney First Marme: | Dick Mlir
Birth Date:| 0303 997 Gender: & Male ¢ Female | Ethnicity|{ gy - LEP: ¥ Mo T~ Yes
Grade:’E Educational Environment: |03 « |Genera| ed claszs less than 40%
PerWeek-Hrs:| 0 Mindtesy| o Exceplionalit|06 v | |Emational Disturbance
Special Education Services
X New Student Enrollment g| |
- 9 Do vou wish to Add this |
o ‘-‘./ new Student record? |
—i— {
District| 416 +| |THREE CREEK.ITELEMDISTE  Building{ 601 v | |THREE CREEK ELEM-JR HI SCHC
Teacher 55M:| ©00-00-0000 TeacherName:]DgelJane
Status:| ™ Active © Inactive | Inactive Reason:| g5 v] |Dr0pped Qut Inactive Date:igaﬁmzngg
Click OK
: Student Enrollment Information |)<'
i Enrollment Info l Enmllinsnils l
School‘r‘ear:lzuug
Student—SSN:iDUS.m.auuu LastName:]Cheney First Mame:| Dick Mi:i—
Birth Date: | g3r03/1997 Gender, ¢ male ¢ Female | Ethnicityigr = LEP: W Mo [ Yes
Grade:’E Educational Eny
PerWeek—Hrs:l_U Minutes:l_u
i Student Enrallment infarmation
]—_”7 \\,) added.
-
j' | I}
District| 416 = | |THREE CREEKJT ELEMDISTF  Building:{601 »| |THREE CREEK ELEM-JR HI SCHC
Teacher S5N:| cOo0-00-0000 TeacherName:]DgelJane
Status: ¢ active © |nactive | Inactive Reason:| g5 v] |Dr0pped out Inactive Date:iua;gmzuug
Click OK

Important Note: Report as exited only those students who were active in your
district or school on the previous December 1 Child Count. If you attempt to enter

a student as inactive who was not previously reported you will receive the following
warning message.



: Student Enrollment Information

Enroliment Info l sllinsnil l

School Year:lzuug
Student—SSN:iDUQ.m.auug LastName:]AdamS First Mame:|.John Mi:ﬁ

Birth Date:| 12/01/1992 Gender:. * Male Female. Ethnicity:|g1 - LEP: W Mo [ Yes

Grade:’ﬁ‘ Ed

PerWeek—Hrs:l_U Minutes

Inactive OK? X

<P This student was not Active in District 416
i for the most recent Child Count, Mormally, students
not previousky Active in the same district should

- not be indicated Inactive. Do you wish to continue?
E I | J

]j l— ies o

District| 416 »| |THREE CREEK JT ELEMDISTF  Building:{s01 _~| |THREE GREEK ELEN-JR HI SCHC
Teacher S5M:| Cco0-00-0000 TeacherNamei1Doe,Jane

Status:|  Active & Inactive | Inactive Reason:| 07 ~||Returned to General Ed. Inactive Date:[ 05/01/2008

Since this student was not active on the previous child count (they may have entered and
exited the district sometime between December 2nd of last year and December 1st of the
current year), you should click No.



Validating the Exiting Data

As a final validation of the Exiting Data before submitting it to the SDE, you should run
the Enrollment Status by Teacher Report.

+ Special Education Student Enrollment System

ent Informati Supporking Tables  State Reporks  Federal Reparts  Monitoring Profiles Reports  Data ExportfImport Functions  System Caontral
Student: Information Entry/Update
Reassign Student 55N

Required LEA Audit Reports »

Exiting Warksheet Repart
Enrallment Stak epork

Enrollment Stakus by Student Repart

Exceptional Child Summary Reports »
Gifted and Talented Student Infomation 3
Exit

* Be sure the School Year is 2009

* Select Inactive as Student Status

» Verify that all students who were at least 14 years of age on the previous
December 1 child count and who exited for any reason between December 2 and
June 30 appear on this report.

* Verify all information for each student, including grade, LEP status, Inactive
reason code and date of exit.

i Enroliment Status by Teacher Report |.._HE]E|
School Year:| 2009 e.g. 2008 reports 200772008 information
416 |THREE CREEK JT ELEM DISTRICT _]
District(s): Untag Al
; J @ Include Charter schools
i fctive 7 Inactive " Exclude Charter schools
Student Status:
" Both Active & Inactive  Only Repart Charter schools
"o Y Specific Teacher SSN{optional):| - -

Output:| = DBF File Only |
™ Report and DBF File

This reports student information from the specified school vear that can bhe used as a hasis for
updates for the subsegquent schoal year. Students are grouped by District, Building, and Teacher,

Continue with Report | Exit |

Exporting and transmitting Exiting data to the SDE: Follow the instructions for
exporting and transmitting Child Count data found on page xx of this manual.
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Entering and Updating
Student Information



iSpesiak ducaton Stsdert Enrsline s Sptem After successfully copying all of the
Special Education Student Enrollment
System program and data files from the
secure Remote File Manager site, place a
T shortcut on your desktop that points to the
N SPECED.EXE file in the directory where
you have installed the system. You can

User Name: | disbood
Pasewand [ identify this file by the FoxPro icon

wewRassword | f 7
ok | ol | SPECED

The system comes configure to function
on a stand-alone system. If you are
installing the system on a shared network
drive so that more than one user can
access the child count, you need to run the
batch file called NETWORK bat. This
file is located in the directory where you installed the program and can be run simply by double-clicking on
the file’s name. You should see a black screen flash briefly. This sets the configuration for operation on
the network.

To enter the system, enter the username and password when the security screen above appears. The default
for both is distXXX (XXX=your district number.) The system comes with 4 additional
username/passwords: clerk01, clerk02, clerk03, clerk04 for operation by multiple users on a network.

Enrollment Status by Teacher Report

After successfully installing and entering the system, it is suggested that you print out the Enrollment
Status by Teacher Report. This is selected from the Student Information Menu.

:|Special Education Student Enrollment System
=SS e Supporting Tables  State Reports  Federal Reports  Monitoring Profiles Reports  Data ExportfImport Functions  System Contral
Student Information El-wtrnypdats -
Reassign Student 55N

Required LEA Audit Reports 3

Exiting Warksheet Report
Enrolment Status by Teacher Report
Enroliment Status by Student Report

Exceptional Child Summary Reports 3
Gifted and Talented Student Infomation 3

Exit




: Special Education Student Enrollment System
i 1 il Supporting Tables  State Reports  Federal Reparts  Monitoring Profiles Reports  Data Expartf/Import Functions  System Control

Student Information Entey/Update

Reassign Student 55N
Required LEA Audit Reports 3

Exi port
Enrollment Status by Teacher Report
Enrallment Status by Student Report

Exceptional Child Summary Reparts 3
Gifted and Talented Student Infomation 3
Exit

: Enrollment Status by Teacher Report
School Year:| 2008 e.g. 2008 reports 200772008 infarmation

416 [THREE CREEK JT ELEM DISTRICT =]

District(s): Untag All

J  Include Charter schools

o - " Exclude Charter schools
Snidant Statisl Active Inactive

f‘BUthAcli\re&lnactiVE_ © Only Report Charter schaols

& Report Only Specific Teacher SSN(optionaI):i--i
Output|  DBF File Only ’—

" Report and DBF File

This reports student inforrnation frorm the specified school vear that can be used as a basis for
updates forthe subseqguent school year. Students are grouped by District, Building, and Teacher.

Continue with Report ‘ Exit I

Enrollment Status by Teacher Report

*  Be sure to select 2008 as the School year and

*  Active as the Student Status.

*  Click Continue with Report and the enrollment list of students active in the previous school year
will be printed for each Special Education teacher.

*  Choosing Report Only will produce a paper report.

*  Choosing DBF file only or Report and DBF File will output a file to a directory of your
choosing. TheseDBF files can be opened using Excel.



: Enrollment Status by Teacher Report

School Year:| 2008 e.. 2008 reports 200772008 information

416 |THREE CREEK JT ELEM DISTRICT J
District(s): Uritag Al
J & Include Charter schoals
& Active © Inactive 7 Exclude Charter schools
Student Status:
" Both Active & Inactive " Only Report Charter schools
£ Repart Only Specific Teacher S5K(optional);| - -

Output:|  DEF File Onl
i I Include all descriptions in DBF
OutputPathIDirectnry'| Directory Selection

DEF File Name:|

This reports student information from the specified school year that can be used as a basis for
updates for the subseguent schoal year. Students are grouped by District, Building, and Teacher

Continue with Report ‘ Exit |

Enrollment Status by Teacher Report

»  These enrollment status reports can then be distributed to the appropriate teachers for updating.
*  Remember, each student that appears on these reports as active on the previous year’s Child
Count, must be brought forward to the current year, either as active or inactive.

Bringing Previous Year Students Forward into the Current Year

Important Note: Each student record in the 2008-2009 school year, regardless of whether the student is
Active or Inactive, a new student in the district or a student continuing from the previous year, is a NEW
record. Do not select the previous year’s record and update it. All this will do is change that previous year

record — no current year information will be added.



Bringing Previous Year Students Forward into the Current Year
Student Enrollment Information screen

Make sure that the School Year is 2009, then enter the student’s SSN or identification number.

 Special Education Student Enrollment System EEX
Student Information  Supporting Tables  State Reports  Federal Reparts  Monitoring Profiles Reports  Data Export/Import Functions  System Control
1 B L

: Student Enrollment Information

Enroliment Info ‘ ]
Sehool Year 2009
StudentSSN[JEE LastName:| FirstNarne:| Mi[
annDate | 1 | Gendr| & Wale © Female | Enicty] <] |LEP~ NoI ves
Grade[  Educational Emviranment| ] [
PertWeek-Hrs[ g Minutes| o | Exceptionalite| ~|[T

Special Education Services

. | =l
[~ W
[ [ -l
| E
. [ =l

District[416 _+| [THREE GREEKJT ELEMDISTE | Buiing|  +] |

Teacher S8N:| - - Teacher Name: |
Status| & Active ( Inactive | Inactve Reasony || Inactive Date:| J 1

The student’s information will be brought into 2009 and the dialogue box below will be displayed:

\ Student Enrollment Information IX:

Enrollment Infa l ikl l

Sthool Year:l 2009
Student—SSN:iaaa.aa.anm LastName:]Bugh First Name:| Gearge M\:W

Birth Date:| 01/01/1996 | Gender| & Male ¢ Female| Ethnicite|og ~| LEP:[~ Mo W ves
Grade| | Educatigng
Per'Week-Hrs:| 0o Minutes:

J) e e
I_L| i I
|l |~
| =l |

District:| 416 | |THREE CREEK.T ELEM DIETF  Building: {501~ | |THREE CREEK ELEM-JR HI SCHC
Teacher 85M: | cop-00-0000 TeacherName:ngg‘Jane

Status] & mgtive O Inactive | Inactive Reason - J Inactive Date:i i

*  Make all necessary changes and additions to the student’s 2009 record.

*  Changes may include Grade, Educational Environment, Teacher, Bldg.

»  Additions to the record include include Hours and Minutes per week and Special Education
/Related Services

*  When changes and additions have been made, click on the Save icon.

*  BE AWARE: Each time you add a student’s record and then bring a new student into the current
year, the system keeps the grade of the previous student. This is convenient if you are adding a
number of students of one teacher who are all the same grade. This is also true of the enrollment
information on the bottom of the Student Enrollment Information. The system retains the Building
# and Teacher Information from previous student. Verify for each record that all information is
complete and accurate before saving.




*  When moving from one teacher to another, close the Student Enrollment Information screen and
then reopen. This will bring the enrollment information of the first student that you enter onto the

screen.

Adding a new student not previously in the district’s child count

The form, Special Education Child Count Student Information , that is included as a printable page in the
Child Count Manual can be distributed to teachers for the purpose of listing new students.

SPECIAL EDUCATION CHILD COUNT STUDENT INFORMATION
December 1, 2008
District #
Teacher Name Building #
1 H 3 4]6lel[7]la] a8 [m 1 1213_
. @ m Selevlc E H‘_" 42‘?'0 s
Stident Student Name Birth Date g ;,'. % %E-E Time -'-:; Spe_cial 0;‘7%
SSN 25| g (8|58 per | B Education and £E3| Mves,
i ] i E L3 %E Week ?—', Related Services Ea; IEP date
Last First Mlm 1y E = Hisibin & Eg
1 H

2
2
4
&
E
T
£
a
o
1
12
12
*
15
&
17
18
13
20

These students can then be added on the Student Enrollment Information screen.

e At the Student Enrollment Information screen, click on the New icon

‘ Special Education Student Enrollment System EEX)

Student Information  Supporting Tables State Reparts FederalReports Monioring Profiles Reports - Data Export/Import Functions — System Contral

s [n] pladmlo]x]

 Student Enrollment Information ®

Enrallment Info I ‘

5chool Vear | 2009
StudentSSh: [ | LastName:| First Name: | mi|
Bitth Date: ]//7 Gender & Male ¢ Female Ethnicity: ’—L| LEP:[~ No | Yes

Grage| Educational Environment | | [
PerteekHrs o Minutes 0 | Esceptionality| ][

Special Education Senices:

| |
| E
E E|
| |
| E

District] 416~ | | THREE CREEK.JT ELEM DISTF  Building: X
Teacher SSN:| - . Teacher Name:|

Stals| & Active  Inactive | Inactive Reason|  +|| Inactive Date| | f




* Be sure the School Year is 2009.

* Ifyou know the student’s Social Security Number enter it in the SSN field. If you
do not have the SSN, leave the field blank.

* Enter all information for the student.

* Double check the record for accuracy of all information.

* Click Save .

« Ifyou did not include a SSN, the system will enter an identification number in the
SSN field. This is a system-generated number that begins with D, includes the
school year, district number and three sequential numbers.

+ Student Enrollment Information |>il

Enrollmert Info l ’ : I l

Bchool‘r‘ear:lzuug
Student—SSN:i e LastName:]Jeﬁersgn First Mame: | Thamas Mi:r

Birth Date: | g4ro2iz000 Gender:| + pale ¢ Female | Ethnicity:igs - LEF: T Mo W Yes

Grade ,E Educational Envirunment:m |Genera| ed tlass 80% or more

FeriWeelk-Hrs |_1 Minutes:l_n Exceptionaliw:m ||_earning Disahility
Special Education Services

| |

| =) | =l

S| | -l

| S

| |

District| 416 ~| |THREE CREEKJTELEMDISTF  Building:|6n1 v | |[THREE CREEK ELEM-JR HI SCHE

TeacherSSN:m TeacherName:]oaAMA' BARACK

Status: & active! O Inactive [ Inactive Reason: v” Inactive Date:| y |

+ Student Enrollment Information |Sil
Enrallment Infa l I T : l
Bchool‘r‘ear:lzggg
Student—SSN:iDUQ.m.auuu LastName:]Jeﬁersgn First Mame: | Thamas Mi:r
Birth Date:| 04r02r2000 | Gender: & mMale ¢ Female | Ethnicityjos =] LEP:T Mo W Yes
Grade 'E Educational Environrmen ' enaralad class 80% of more
CETIEERE IRt = New Student Enroliment lity
2 D you wish ko Add this
l—_| ’7 m‘q/ new Student record?
=]
j' i I
District| 416 ~| |THREE CREEKJT ELEMDISTF  Building:| 601+ | |THREE CREEK ELEM-JR HI SCHE
Teacher S5M:{121-21-2121 TeacherName:]oaAmA, BARACK

Status: @+ IO Inactive | Inactive Reasan: v” Inactive Date:| f g

Click OK




+Student Enroliment Information X
Enroliment Info l 0 et l
School Year| 2009
Student—SSN:1Dgg.41.sggg LastName:]Jeﬁersgn F\rstName:’m Mi:r

Birth Date: | g4/02r2000 Gender:| & wale ¢ Female | Ethnicityios - LEF: T Mo W Yes
Grade ,E Educational

PerWeek-Hrs |_1 Minutes:l_u

ass B0% or mare

\‘5) Student Enrallment information

added.

|

,—L| |

B | =l

| [ -l

District| 416+ | |THREE CREEK JT ELEM DISTF  Building:{601 »| |THREE GREEK ELENM-JR HI SCHC
TeacherSSN:lm TeacherName:]oaAMA. BARACK

Status: GEActivg ™ Inactive [ Inactive Reasan: v” Inactive Date:| 1 ¢

Validation upon data entry — possible duplicate student

In the example below we have entered a student with his SSN

Enrallment Infa l : it l

Schaool Year:l 2009
Student—SSN'i454.54.5455 LastName'ngngr First Mame: | Harry Mi'i—

Birth Date:| 07i07/1996 Gender. & Male ¢ Female | Ethnicity{gs - LEF: ¥ Mo [ Yes

Grade:’s_ Educational Erwironment: |01 - |ngeraled class 80% or more
PerWeeK—Hrs.,T Minutes.’? Excepliunalityim - |Learn|ng Disakbility

Special Education Services

| | =l
| e
| [ =l
| |
| [ =l

District| 416 | | THREE CREEKJT ELEMDISTE  Building (601 | |THREE CREEK ELEM-JR HI SCHC
Teacher SEM: | 1321-29-21 TeacherName:]oaAMAlBARACK

Status: o active © Inactive [ Inactive Reason: v” Inactive Date:| | s

When the record is saved, the following screen pops up:

+ Possible Duplicate Student

A student with the same last name and hirth date as the student information entered has
heen faund. Ifthis is the same student, you must use the same student Id or 55h as

previously assigned. Do this by clicking on the student 1d below and then Exit with
Selaction. Ifthis is a different student, you may click on ExitNao Selection.

55N Last Mame First Mame Birth Drate Gender j
»D08-41-6099 |Potter Harry 07/0711996  |M
508-41-6001 |Roosevelt Franklin 02/0211997  |M J

| Extwit Setection | Ext-No Selection

Click OK



The screen above indicates that the system has checked and found a record with and identically
spelled last name, the same birthdate, but a different SSN or ID. It is critical that the SSN or ID
number of the student stays with him or her from year to year. In this case, click Exit-No
Selection and then reenter the student using the previous year’s ID number.

This screen will display twins, since it looks for last name and birthdate. In that case, you would
Exit-No Selection and Save the record as entered.

Examples of possible Error messages upon saving a student record

» 1he system will not allow an active
Time per Week Error 24l student record to be added with no Per-
week Hrs or Minutes of Special
Mo service bime has been entered for this student, ou should enter the total amount of Education and/or Related Services
Special Education and related services that the student receives on average each week, .
entered. You cannot save this record
until you click OK and then enter the
total amount of service time that the
student receives on average each week.

The system will not allow a student record to save unless you have check
Yes or No for LEP status. Click OK and return to the LEP status area
and check either Yes or No.

LEP Yes ar Mo must

@ be indicated

The system validates the grade reported in the current

Grade ok? I "F"- # year against the previous year’s grade level and
reports here if the current grade is the same or lower
9 irade for last vear was 5. than previously reported. If the grade as entered is
\‘\I/ Grade this year may be in errar, correct, click Yes. If you need to make a correction
Do wou wish bo continue? to the grade, click No and return to the grade field to
correct.
[ Yes ED

This validation compares the amount of service time
that you have entered in a student’s record and

M Eme Fo b i atonal ERvro o erE i sgs compares it to Education Environments 02 and 03. In
: on average at least 17 Hours 55 Minutes based the example shown, the Student was coded in Ed

on & & hour schoal day. Do you wish to confirue? | pryironment 03- Student is in the General Ed
classrom less than 40% of the day. In a 6 hour school
day any amount of service less that the amount
shown, would indicate that the Environment code is
incorrect. There are, of course exceptions, such as a shortened school day. This is not a hard error and can
be bypassed, but any record that receives this validation upon saving should be carefully examined before
proceeding.

[ fes ] [ Mo ]




Examples of possible Error messages upon saving a student record — cont.

This validation indicates that you are attempting to
save a student record where the Exceptional is

Excpt/Related Service?

9 Exceptionality 04 usually requires a Related Service entered as 04-Speech Impaired, but you have not
-t of 01, Does ths Speech Impaired student receive speech listed h Th lated . I 1
Therapy?. If so, please enter code 01 as a related 1ste Speec €rapy as are ated service. Innear y
service, Do you wish ko continue? all cases, a Speech Impaired student would be
receiving Speech Therapy as a service. Therefore,
[ ves J[_to you should click No and return to the services area to

enter the correct services that this student receives.

In most cases, students should be reported in the

Building Status? o ) ’
= building where their attendance and enrollment is
Grade P is nat valid far this building. reported. However, there are some exceptions. This
4 In most cases, Students should be reportedinthe | is not a hard coded error and if you determine that

building in which their attendance is reported.

S i this student is correctly reported, click Yes.

Otherwise, click No and return to the Building
[ i ] [ o number field to correct the information

Children Referred from Infant Toddler Program

*  When you enter a student who is at least 3 years old on December 1 but not yet 4 years
old, you must answer whether or not the child was referred to the district from the Infant
Toddler program. This section of the screen will only appear if the birthdate entered is
between 12/2/04 and 12/1/05:

Referred from Infant Toddler: [ Mo [ Yes If*es, Date of IER: | 1 r

» Ifthe answer checked is Yes, you must enter the date of the students IEP/IFSP

: Student Enrollment Information |){.!

Enroliment Info l st l

School Year:l 2009
Studem—SSN.iDUQ.M.aum LastName.]ngey First Mame: {yinston Mi.r

Birth Date: | 01/01/2005 | Gender: & pale ¢ Female | Ethnicity:{o1 +|  LEP: W No | Yes
Gradelp_‘ Educational Envirgnment:l 41«1 |F i
O IR hers] Infant Toddler Error

@ Referred from Infant Toddler must be indicated
i o when th Aoge 3 B
m ,m 'es or Mo when they are Age =
-
]v eS|
|| |
|| | =l

District| 416 ~| |[THREE CREEKJTELEMDISTF  Building:[601 _»| |[THREE GREEK ELEM-JR HI SCHC
Teacher 55MN:{959-39-3989 TeacherName:]BUSHlLAURA
Inactive [ Inactive Reason: v” Inactive Date:| 1 ¢

Referred from Infant Toddler: I Mo T Yes Ifves, Date 0f|EP:1 i

Status: &'




: Student Enrollment Information |>_<|

Enraliment Info l : il l

School Year:l 2009
Studem—SSN.iDUQ.M.aum LastName.|ng|ey First Mame: {yinston Mi.r

Birth Date:| g1/01r2005 Gender:| & wale ¢ Femnale | Ethnicityigr = LEP: v Mo [ Yes
Grade ’P_ Educational Environment| a1 ~ | | Banular Ea
PatWeek-Hrs I_D Minutes:,ﬁ Infant Teddler IEP Date Error

hildbnod 80%

X

@ TER Bt s required ihon Refarad

m ’m from Infant Toddler is Yes W
|
’—L| eS|
| |
| | =l

District| 416 +| |THREE CREEK JT ELEMDISTF  Building:{601 »| |THREE CREEK ELEM-JR HI SCHC

TeacherSSN:lm TeacherName:]BUSH.LAURA
Status: & Active ¢ Inactive | Inactive Reason:l—Li ‘ Inactive Date:’;;i

Referred from Infant Toddler: T Mo v Ifves, Date of IEP: | j 1

Children Referred from Infant Toddler Program

The records for these children cannot be added to your data unless you have
answered No or Yes to Referred from Infant Toddler and entered the IEP date if
the answer is Yes. Since federal regulations require that the SDE monitors LEAs
for IEP/IFSPs that are developed and implemented by these children’s third
birthday, it is important that the date entered here is accurate.

Adding a teacher not in the data

+ Student Enrollment Information |_>5

Enroliment Info l ; i l

Bchool‘r‘ear:lzggg
Student—SSN:i - Last Name: [ pan First Name: | pater Mi:r

Bith Date: | nzmzizon? | Gender & mMale ¢ Female | Ethnicity|na =] LEP:W Mo T Yes

Grade ,H Educational Envirunment:m [Genaral ed class 80% or more

Perieek-Hrs |_3 Minutes:l_u Exceptionaliw:m ||_earning Disakhility
Special Education Senices

]EHCounseling ’—LH

| |

S| |

| |

| |

District| 416 ~| |THREE CREEKJT ELEMDISTF  Building:| 601+ | |THREE CREEK ELEM-JR HI SCHE

TeacherSSN:lm TeacherName:]

Status: (: (‘ Ihactive | Inactive Reasun.l—LH Inactive Date.’ui




Adding a teacher not in the data-cont.

In the record above, the Teacher Name does not appear when the Teacher SSN is entered. This could be
due to a variety of reasons, most commonly that an incorrect SSN has been entered. Another reason is that
this is a new teacher who was not in the IBEDS data when the Child Count system was exported and sent to

the district.

Enlicantng \ Teacher Name Selection

Enter a question mark (?) in the first

Z::::L:‘;ZLJ.ZDDB Following Teachers existin the Persannel table. Select (Click on) recard if desired Space Of the Teacher SSN ﬁeld and
+88N: | Dog-41-6002 | A .
Bt Dt 02022002 | Oef oo e A e L = press Enter. This brings up the
Grave]p1 | Educ Teacher Name Selection screen shown
pericsiiie] o Q]| at left. Before adding the new teacher,
i . scrgll through the list of teachers and
e T verify that the teacher you wish to add
| Exl- No Seleclion does not already appear on the list with
% o a different SSN.

Marne-Last| First|

District:| 416 ~ ||| THREE CRE

Teacher S5M: | 745-45-4545  Teacher Mame:|
Status:| & Active © Inactive | Inactive Reason:|  + J Inactive Date:| ;¢

Enrollment Info ! Teacher Name Selection

School Year| 2009 Following Teachers existin the Persaonnel table. Select (Click on) record if desired.
Student-S8M:| DOG-41-6002 i
Bith Date'm S5N Last Mame First Name City L Cllck on Add TeaCher
. W[¥121-21-2121 [oBAMA BARACK
" Carefully enter the teacher’s SSN, Last

Name and First Name.
Click Save New Teacher

PeriveekHs| 3 Minutes] |

’E Cuunselu _]z

m Last Marme for list to start with ]— .

= r— ——— The new teacher is then added to
%Jﬁ Add Teacher J Save NewTeacherI 55N W the liSt abOVe.

Name-Last'Wundgr First |Wanda

District 418 ~| | THREE CRE

Teacher S5M |745.45.4545 Teacher Mame: ‘

Stalus| & Active  Inactive | Inactive Reason| = Inactive Date:| /7

Teacher Added [Z|

i Teacher added. Click on record in list and Exit
: with Selection ko select this Teacher,

The teacher is now added to the student record and can be added to other student records
as they are added to the data.



Adding a teacher not in the data-cont.

: Student Enrollment Information |)<'

Enrollmert Info l T I l

Schoal Year:l 2009
Student—SSN:iDUQ.m.auug LastName:]Pan First Mame: | peter Mi:r

Birth Date: | g2ro2iz002 Gender:| + pale ¢ Female | Ethnicity: gz - LEF: W Mo [ Yes

Grade ,H‘ Educational Environment:| 01 = |Genera| ed class 80% or mare
PerWeek-Hrs| 3 Minutes| n | Exceptionalitz|01 ~|/[Learning Disability

Special Education Services

]EHCounseling ’—LH
| =) |
| | =l
| |
| =l | =l

District| 416 ~| |THREE CREEKJTELEMDISTF  Building:|6n1 v | |[THREE CREEK ELEM-JR HI SCHE
Teacher S5M: | 545-45-4545 TeacherName:]wUnder'Wanda

Status: & active! O Inactive [ Inactive Reason: v” Inactive Date:| y |

+ A note about teacher SSNs: The SDE is working diligently toward eliminating the need to enter
teacher SSNs in these data collections. However, because the Special Education and GT child
count system is linked to IBEDS and SSNs are still the only way of identifying teachers in IBEDS,
they are still required to submit these data. Several security measures being implemented this
year:

»  The data will no longer be sent to districts and LEAs on CD. All exchanges of data with
any personally identifiable information will take place via a secure website with
password protection.

»  No data will be exchanged via email.

»  No reports within the system, both paper and dbf file reports, will include teacher SSNs.

The final level of security takes place at the district. It is imperative that whoever is in charge of
the child count process works to ensure that access to the system is controlled and that only those
who need access to these data have access.



Functions and Reports
Changing Student Social Security Numbers

*  To Change a students SSN or ID number, go to the Student Information Menu

*  Reassign Student SSN

*  Enter the SSN that you want to change and verify that this is the proper student.

*  Enter the number that you want to change the SSN or ID to.

*  Click Continue with Reassignment.
Caution: Do not reassign ID numbers or SSNs that were used for students the previous year unless
absolutely necessary. Student SSNs are not required so if a student had a system assigned ID last year,
continue with that number even if you now know the SSN

: |Special Education Student Enroliment System

Student In

Exing Worksheet Report
Enroliment Status by Teacher Report
Enroliment Status by Studsnt Report

Exceptionsl Chid Summary Reports »
fted and Talented Student Infomation >

Exit

‘Reassign Student SSN g@g|

Existing S5M to be Reassigned:| D0g9-41-6002 Mew S5M:| 444-33-2222

Name:jpan. Fatar Name:]
Birth Date: | 222002 Birth Date:] I
Gender:]m— Ethnicity: | g2 Gender:]_ Ethnicity:]_

This function will allow you to reassign an existing Student's S5 to a different S8M. This will not be
allowed if the new S5 already exists for another student.

Continue with Reassignmenté Exit




Audit Reports

» After all student information has been entered into the Special Education Student
Enrollment system, you must print a series of Audit Reports to ensure that the
data is as complete and accurate as possible prior to exporting for return to the
State Department of Education. These reports are accessed from the Student
Information drop-down menu.

* In each case listed below, be certain that the School Year entered is 2009.

: Special Education Student Enrollment System

ol m (= e =g SUpporting Tables  State Reports  Federal Reporks  Maonitoring Profiles Repaorks  Daka Ex

Student Information EntryfUpdate
Reassign Student 55

Required LEA Audit Reports

Exiting Worksheet Report

Enrollment Status by Teacher Report: Student Age Exception
Enrollment Skatus by Student Report Developmentally Delayved Age 10 ar Older
] ; [ Learning Disabled Age 4 or Younger
Exceptional Child Summary Reports k
Duplicate Students!3sM Audit
Gifted and Talented Student Infornation L4 Duplicate Students in Districk Audit
] ' Inactive Reason Audit
Exit

rinirnum Time For Environment Audit Repart
Edit for Students not Exited Report

‘|Students Age Exception Audit Report |:”E|E|
School Year: | EEIE
416 |THREE CREEKJT ELEM DISTRICT _]
District(s) Untag All

& pitue :
Student Status: e T
" Both Active & Inactive |
* Report Only
Output| ¢~ DBF File Only
" Reportand DEF File

This repaorts any students whose age is less than 3 or greater than 21 as of December 1 for the
school year that is specified. Information reported includes Student Narme, Birth Date, S5M, District,
Building, Grade, & Teacher S5M.

Continue with Report ‘ Exit ‘

Students under 3 or over 21 can be reported on the Child Count. However, this report is helpful in identifying
students whose birth dates have been incorrectly entered.



Audit Reports-cont.

: Developmentally Delayed Age 10 or Over Audit Report

416 THR’EE CREEK JT ELEM DISTRICT

Untag All

tudent Status
&~ Report Only

¢ DEF File Only
" Report and DEF File

Continue with -Riépuﬁ

The Developmental Delay exceptionality code cannot be used for students 10 years of age or older. This
report identifies students whose exceptionality code is incorrectly listed. The exceptionality code must be
changed or the student removed from the Child Count before sending your data to SDE.

\[Learning Disabled Age 4 or Less Audit Report

School Year

416 |THREE CREEK JT ELEM DISTRICT

Untag All

= Report Only
" DBF File Only
" Report and DEF File

Continue with -Riépuﬁ

The Learning Disability exceptionality code cannot be used for students under 5 years old.

This report identifies students whose exceptionality code is incorrectly listed.

The exceptionality code must be changed or the student removed from the Child Count before sending your data to
SDE.



Audit Reports-cont.

:Duplicate Students with Different 55N's Audit Report

416 |THREE CREEK.JT ELEM DISTRICT

District(s): Untag All

Output:| © DEF File Only
" Report and DEF File

Continue with Report

This report will help in identifying students that have more than one record in the current school year.
+  Examples: A student may be listed as both active and inactive. It must be determined which is correct and
the incorrect record deleted.
* Insome cases a student may be listed with more that one SSN or identification number.
*  Since this report searches for identical last names and birth dates, many of the students listed are twins and
can be disregarded.

: Students Duplicated in Same District for Same School Year Audit Report |:||E||X|

416 |THREE CREEK JT ELEM DISTRICT

District{s):

& Report Only
Output:| ¢ DBF File Only
" Report and DEF File

Continue with Report

Since there are significant data entry validations to prevent more than one student from being entered with
the same SSN or ID numbers, it is unlikely that students will appear on this report. However, it is
important that all of the audit reports be run to ensure that your data is as accurate as possible.



Audit Reports-cont.

: Inactive Reasons Audit Report

School Year: | EEEE

416 |THREE CREEK JT ELEM DISTRICT J
District{s): Untag All
Age Range-From: To:
g Y L L 01 |Grad-tetregular regmnts

02 |Grad-wet|EF requirements

&+ Repart Only Inactive Reasonis): gi gemﬂhca;em . . Untag Al
Output:|  DBF File Only gached Maxmum Age

05 |Dropped Out -
" Report and DBF File £b J

This reports students with the Inactive Reason codes specified ahove. Information reported includes
Student Mame, Birth Date, Age, 55N, District, Building, Grade, Inactive Reason, and Teacher 55N
and Mame.

Cantinue with Report | Exit |

This is a logical validation that enables you to test an inactive reason code against a range of ages. For
example, a student less than 21 years old, entered as inactive for reason Reached Maximum Age, would be
reported by selecting Age Range From 0 to 20 and Inactive Reason 04.

: Minimum Time for Environment Audit Report

School Year: | EiiE

416 |THREE CREEKJT ELEM DISTRICT J

Districtis): Untag All

|

Educ Environment:[02 ~ | |General ed class 40 - 80%
Minimum Hrs: | § Minutes:,ﬁ

Educ Environment:| 03 - | | General ed class less than 40%
Minirmurm Hrs: ,F Minutes:lg

&+ Report Only
Output:| « DBF File Only
" Report and DBF File

This reports active students that have Educ Environmentis) that also have Hours and Minutes less
than the specified Hours and Minutes. Each student 55K and name will he reported along with the
Environment Code and Hoursfiinutes that were entered.

Cantinue with Report | Exit |

*  This reports students with Education Environment codes 02 or 03 whose total amount of Special
Education and Related Services time per week indicates that the Environment code is incorrect.

*  The record of each student identified on this report must be examined for accuracy and correct —
either the amount of service time or the Education Environment code.



Audit Reports-cont.

: Edit for Students not Exited Report

School Year: m e.g. 2008 compares school year 200772008 students to 2006/2007 information
416 |THREE CREEK JT ELEM DISTRICT _]

District{s): Untag All

J

* Report Only
Output:| ¢~ DBF File Only
" Repart and DEF File

This compares student enrollment for the school year entered to the prior year & reports students
thatwere enrolled the prioryear in a given district that do not contain exiting information and are not
enrolled in the same district for that schoal year,

Cantinue with Report I Exit ‘

All students who were listed as active in the previous year must be brought forward to the current year,

either as active or inactive. This report lists any active students from the previous year not in the current
year. Once the status of a student on this report is determined, the record must be updated in the current
year.

Data Import/Export Functions

Export Data to SDE is the function that all districts will use to report their data to the
SDE after all data have been entered and thoroughly checked for completeness and
accuracy.

+ Special Education Student Enrollment System

Student Information  Suppatking Tablas  State Reports  Federal Reports  Monitaring Profiles Reports BEELERSSNTIE0 (el iR S0 Tl iy Ststermn Cankrol

Import Data From Building

Export Data To SDE

ImportjRefresh Tables From SDE
Update Student: Info with ASCIL Data
Update GT Student info with ASCII Data
Report Imported Data Errors

Exit

Select Export Data to SDE on the Menu above.




s Export tables from District for SDE

District: |41E |THHEE CREEE JT ELEM DISTRICT Be sure that hone
of your buildings
School vear: |l are highlighted by

clicking Untag Al

601 |THREE CREEK ELEM-JR HI SCHOOL

Building(s): Antag Al

&
Have yau run all of the Required LEA Audit Reports?

Cutput PathiDirectory: | CACHILDCOUMT41 61 Directory Selection

This function will export Enrollment and Student data for the State Department of Education.
You may choose one or more Buildings to be exported.

Create Exported Files Exit |

Exporting Data to SDE

* Be sure that the School Year is 2009. All Buildings should be reported.

* Create a folder on a drive to which you have access called ChildCountXXX (XXX
= your district number)

» Select this drive and folder using the Directory Selection button

* Then click Create Exported Files. When the files have been exported, the
message, Report Completed, will appear and a copy of the District Export Data
Status Report that lists the 4 files that were exported will print out.

* Verify that these 4 files are in the folder where you exported them.

Transmitting your data to the SDE

» After you have entered all of your district’s or LEAs data for the current year, run
all of the Audit reports, the Edit for Students not Exited Report and verified that
your data is complete, accurate and error-free and you have exported the data as
described above, the 4 export files should be transmitted to the SDE via the secure
web server File Upload page described int the next section.

* The 4 files you will send are:

— SEDENxxx.DBF
— STDNTxxx.DBF
— DAUDTxxx.DBF
— ENROLxxx.DBF (where xxx = your district number)
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Gifted/Talented Child Count Information

Follow the district’s G/T plan for the identification, serving, and exiting of gifted/talented (G/T) students. All
students who are formally identified, are being served, and have not been exited, as specified in the district’s
G/T plan, should be counted.

*Examples:
o Identified G/T students served in a pullout G/T program, as specified in the district’s G/T plan
o Identified G/T students served in a regular, honors, IB, or AP classroom through differentiation of
instruction, as specified in the district’s G/T plan
o Identified G/T students served in leadership through a student organization, as specified in the district’s
G/T plan
o Identified G/T students served through mentorships, internships, seminar sessions, on-line courses,
**dual enrollment, extracurricular activities as specified in the district’s G/T plan
(*Note: The above listed examples are for discussion, only. Please follow the district G/T plan to determine which
students should be included in the child count in your district.)
(**Note: A decision must be made by the two entities involved if a student is dual enrolled in a charter school or
another school district, as the student can only be counted once on the child count. This does not apply if the
student is dual enrolled in a college or university.

A student can be identified in from one to five gifted areas and should be coded for each.

If a student is both Gifted and Talented and in special education, identify that student on the Child Count as
follows:
e Enter the student in the Special Education child count system as a special education student (no Gifted
and Talented information is entered here.)
e  Also the enter the student in the Gifted and Talented child count system. Check Yes in the area
indicating that the student also receives special education services and enter the appropriate
exceptionality.




Entering and Updating Gifted and TalentedStudent Information

All Gifted and Talented Student Information is entered in the system in the Gifted and Talented
Student Information Menu. All Gifted and Talented reports are found here.

: Special Education Student Enroliment System
LSS LGS Supporking Tables  State Reports  Federal Reports  Monitoring Profiles Reports  Data ExportfImpart Functions  System Contral
Student Information Entry/Update

Reassign Student S5M

Required LEA gudit Reparts 3

Exiting Wwiorkshest Repart
Enrollment Status by Teacher Report
Enroliment Status by Student Report

Exceptional Child Summary Reports »

Gifted and Talented Student Infomation

aifted and Talented Student Information Updates

- GT Enrollment Status by Teacher Report
i
= iifted and Talented by Age Repart

T Duplicate Students Audit Report
GT Duplicate Students in Districk Audit

Gifted and Talented Enrollment Status by Teacher Report

After successfully installing and entering the system, it is suggested that you print out the Gifted
and Talented Enrollment Status by Teacher Report. This is selected from the Gifted and

Talented Student Information Menu. This report will list all GT students who were active in
the district on the previous GT child Count.



+ Gifted and Talented Enrollment Status by Teacher Report

School Year:| 2009 | e.g. 2008 reports 200742008 information
416 |THREE CREEK JT ELEM DISTRICT J

District(s): Untag All

£

+ Include Charter schools
" Bxclude Charer schools
" Only Report Charter schools

" Report Only Specific Teacher SShl{optional;| - -

Output:|  DBF File Only
* Report and DBF File

Output PathDirectory:| CAGT Reparts Directory Selection

DBF File Narme: |GT Enrof

[™ Include all descriptions in DBF |

This reports GT student infarmation fram the specified schaool year that can be used as a basis for
updates forthe subsequent school year. Students are grouped by District, Building, and Teacher.

Continue with Report ‘ Exit ‘

Gifted and Talented Enrollment Status by Teacher Report-cont.

If you select Report Only (the default) the report will be sent to the printer. If you click DBF File
Only or Report and DBF File, you will be prompted to select a directory to which to send the
report and to name the file.

These DBF files can then be opened using Excel. Once opened and saved as an Excel
Worksheet, these files and data can be manipulated exactly like any spreadsheet containing lists
of data. You can only send these files to a directory/folder that already exists on your computer.
The Speced system will not create the folder.

Bringing Previous Year Students Forward into the Current Year

*  Access the Gifted and Talented Student Information screen from the Student
Information main menu.

* Select Gifted and Talented Student Information Updates from the drop down Menu.
Click on the New icon at the top left of the screen.



: Special Education Student Enrollment System

Student Information  Supporting Tables  Skate Reports Federal Reports  Monitoring Profiles Reporks  Data Exportjlmport Functions  System Contral

PDATE

RESTORE

| DELETE!

i Gifted and Talented Student Information iﬁ
GIT Enroliment Info ‘ 1

School Year: ,ﬁ
suden-G5N ([ LastNams| First Mame: | Wil
Birth Date ’H— Gender, @ Male ¢ Female Elhmmty,_L]
Gvade"i Educatinna\Envirnnmant',E‘ ’W
Exceptionality[03 | [GMedTalented

Gifted/Talented Service Areas

[l [ =l
[ =l B
= [ =l
= B
| | =)

Does Student also receive Special Education Services: & no O yes Does Student receive

Section 504 Services
If*Yes, Exceptionality. -

District| 416 =| | THREE CREEKJT ELEM DISTF  Building =
Teacher S5M:| . . Teacher Name: ‘

* Mo " ¥es

The ICONS

Whenever you are working in a Student Gifted and Talented Information Updates screen, several
icons representing a series of possible functions appears at the left of the screen above the data
entry screen, as shown above.

Icon descriptions:

*  NEW - Click to bring up an empty data entry screen for adding a new record to the
current year. A new record can be a student entered into the system for the first time, a
continuing student from the previous year.

* UPDATE - Use only to make changes to a record that has already been added to the
current year. For example, use to correct a birthdate or the spelling of a name that has
already been added and saved.

* SAVE - This icon is activated when the NEW or UPDATE icons are click. Use to save a
new record or changes to a record.

» RESTORE - Discards any information on the record currently on the screen and restores
screen to previous record. Screen is deactivated until NEW or UPDATE is clicked again.

* DELETE — Removes a record from the data. Should be used very carefully and only to
remove a record that was entered by mistake.

* CLOSE - Closes the Student Enrollment Information window.

Gifted and talented students who were active in the 2007-2008 school year may easily be brought
forward into the 2008-2009 school year using the following instructions.

Only GT students who are continuing in a Gifted Program in the current year need to be brought
forward from the previous year’s data.

Bringing Previous Year GT Students Forward into the Current Year

* Gifted and Talented Student Information Updates screen



*  Make sure that the School Year is 2009, then enter the student’s SSN or
identification number as it appears on the Gifted and Talented Enrollment Status
by Teacher Report. The student’s information will be brought into 2009 and the
Prior Year Information dialogue box will be displayed:

: Gifted and Talented Student Information |§|
GIT Enrallment Info l E: tallE l
Bchool‘r‘ear:lzuug
Student—SSN:ieus.m.aum LaStNamEZIRggseven First Mame:| Franklin Mi:r
Birth Date: | g2r02i1 997 Gender:| + wpale ¢ Female | Ethnicity: -
Grade]_ i - iftad Talantad Satti
1 2003 information used For Service Location,
l—_| ’— Exceptionalicy, Building, and Teacher
Does Student also receive Special Education Services:) & po ¢ Yes Dioes Student receive
; ™ Mo 0 Yes
= = Section 504 Services
If Yes, Exceptionality: - |
District| 416 +| |THREE CREEKJTELEMDISTF  Building]  »| |THREE CREEK ELEM-JR HI SCHC
Teacher 85M:| 363-63-6363  Teacher Name: washington, Gearge

*  BE AWARE: Each time you add a student’s record and then bring another student record into the current year, the
system keeps the grade of the previous student. This is convenient if you are adding a number of students of one
teacher who are all the same grade. This is also true of the enrollment information on the bottom of the Gifted and
Talented Student Information Updates. The system retains the Building # and Teacher Information from previous
student. Verify for each record that all information is complete and accurate before saving.

*  When moving from one teacher to another, close the Student Enrollment Information screen and then reopen. This
will bring the enrollment information of the first student that you enter onto the screen.

Adding a new student not previously in the data

At the Gifted and Talented Student Information Updates screen, click on the New icon



: Gifted and Talented Student Information |>i!
GIT Enralliment Info l sienllranel b l

SchuulYear.W
StudentSSN: [ Lasthame:| First Marne: mif
BithDate:| ;| Gender| & Male ¢ Female | Ethnicity| |
Grade:| | Educational Enviranment:[25 ~ | [gifted Talented Setting
Exceptionality| 03 ~ | [inedmalente

Gifted/Talented Service Areas

| -
| M|
|| |

| ||
| M|
Does Student also receive Special Education Services:| & pp © yes Does Student receive P
— Section 504 Services | Mo O Yas
Ifves, Exceptlonallw:i - |

District 416 v | | THREE CREEKJTELEMDISTF  Building| =] |

Teacher 35M:| - - Teacher Mame:

Adding a new student

* Be sure the School Year is 2009.

*  We suggest that you leave the Social Security Number field blank. The System
will automatically generate a number that begins with G, includes the school year,
district number and three sequential numbers.

: Gifted and Talented Student Information |>i!
GIT Enrallment Info l ittt l
Bchool‘r‘ear:lzuug
Student—SSN:i . LastName:]Einstein First Mame: | albert Mi:r
Birth Date: | 01/0111997 | Gender: & wpale ¢ Female | Ethnicity{ps -
Grade | 0g Educational Environment:| 25 « |Giﬂed Talented Setting
Exveplionality 03 ~ | [GmedrTalented
GiftediTalented Service Areas
26 |Giﬂed Talented!Academic 29 - |G\ﬂed Talented!Creativity
20_v| | Gifted Talerted/inteliectyal ~||
4| |
4 |
Does Student also receive Special Education Services:| & po  Yes Does Student receive
Section 504 Services | ©* Mo O Yes
If e, Exceptionality: - |
District| 416 ~| |THREE CREEKJTELEMDISTF  Building:{  ~||
Teacher S5M:| - - Teacher Mame:

* Enter all information for the student.

* Double check the record for accuracy of all information.
* Click Save



: Gifted and Talented Student Information |>i!
GIT Enrollment Info l ittt 1 l
Bchool‘r‘ear:lzuug
Student—SSN:iGgg.M.sgm LastName:]Einstein First Mame: | albert Mi:r
Birth Date:| 01/01/1987 | Gender: & wale  Female | Ethnicitv| s
Grade:| og Educational Environment| 25 « | | sitad Talants
=% Mew Student Enroliment [
92 Do you wish ko Add this
\‘.‘/ new GT Studentrecord? §
26 || Gifted Talented/A (entediCreativity
an - |Giﬂed Talented/In OK Cancel
j' |
M| |
) |
Does Student also receive Special Education Services:| & po © Yes Does Student receive
Section 504 Services | ©* Mo £ Yes
If Yes, Exceptionality: - |
District| 416 v | |THREE CREEK JT ELEM DISTF  Building:{ 601 »| |THREE GREEK ELENM-JR HI SCHC
Teacher SSM:| 363-63-6363  Teacher Name: Washington, George
Click OK

Validation at data entry for possible duplicate student

In the example below we are adding a GT student and allowing the system to assign the ID
number.

: Gifted and Talented Student Information |>i!

GIT Enrollment Infa l T e l

SchuulYear.W
Student—BSN'i..i LaStNamE']Rggggvgn First Mame: | Franky Mi'i—
Birth Date:| 020211997 | Gender| & Male " Female | Ethnicity| — ~|
Grade:[pg ~ Educational Enviranment:[25 ~ | [gifted Talented Setting
Exceptionality| 03 ~ | [inedmalente

Gifted/Talented Service Areas

28 * ‘Giﬂed Talented/Academic a0 |GiﬂedTalentedflntellectua\

| M|

| ||

| |

Does Student also receive Special Education Services:| & pp © yes Does Student receive
Section 504 Senices | ©* Mo O Yes
Ifves, Exceptionaliw:i - |

District 416 +| | THREE CREEKJT ELEMDISTF  Building|601 | |THREE CREEK ELEM-JR HI SCHC
Teacher SSM:| 363-63-6363 | Teacher Name: Washington, George

When the record is Saved, the following box pops up. This indicates that the system has
found a possible duplicate student, with an identically spelled last name and the same
birthdate, but a different SSN or ID.



:Possible Duplicate Student

A student with the same last name and binth date as the student information enterad has
heen found. Ifthis is the same student, you must use the same student Id or B8N as

previously assigned. Do this by clicking on the student Id below and then Exit with
Selection. Ifthis is a different student, you may click on Exit-No Selection.

SSN Last Mame First Mame Birth Date Gender ﬂ
M 508-41-6001 |Roosevelt Franklin 02/021997  |M

2l

e Ext-No Seleciion

In this case, you would Exit with Selection in order to assign the same ID number that was

previously used for this student.

Twice Exception Students

* Beginning with this years child count, no GT information will be collected in the
Special Education child count. Therefore, in order to have complete and accurate
data about those students who have been identified as Gifted and Talented and are
receiving special education or Section 504 services, it is critical that the correct

information be entered in the area shown below.

Dioes Student alzo receive Special Education Services: |

Ifves, Exceptinnalitg.r:| j ]

Dioes Student receive

Section 504 Services | Mo T Yes

: Gifted and Talented Student Information |g|
GIT Enrollment Info l : il [ l
Bchool‘r‘ear:w
Student—SSN:’..i Last Name: | Frankdin F\rstName:'F Mi:r

Birth Date:| 0410111 996 Gender: &+ Male ¢ Fernale | Ethnicity|p1

Grade| Educational Environment| 25 ~| | Gifted Talented Setiing
Exceptionality| 03 - |GiﬂedITaIented

Gifted/Talented Sernvice Areas

|30 | [Gited Talentedinteliectual |29 ~||Gifted TalentediCreativity
| =) |
| | =l
B |
| =l |
Does Student also receive Special Education Services: & plo  Yes Does Student receive

Section 504 Services | * Mo O Yes

Ifes, Exceptionality: |jo4 |Speech Impairment

District| 416 »| |THREE CREEK JT ELEMDISTF  Building:{ 601 »| |THREE CREEK ELEM-JR HI SCHC
Teacher S5M:| 363-63-6363  Teacher Name: \Washington, Gearge




Examples of possible Error messages upon saving a student record

5pec Ed Exceptionality Error [zj

Spec Ed Exceptionality is required if Skudent
is indicated as receiving Spec Ed Services

If you check that a student receives special
education services, you must indicate that
student’s Special Education exceptionality. If
you do not, the error message shown is
displayed.

sl e B E' In order to be counted in the GT Child Count, each

Do wou wish bo continue?

[ Yes ] | Mo |

e student must have at least one of the Gifted and Talented
@ e Serv1ce. area cgdes listed. If left blank, the fouow‘mg
error will be displayed when the Save button is clicked.

Grade ok? -} The system validates the grade reported in the current

- =8 year against the previous year’s grade level and reports
2 Grade For last vear was 5. here .if the current grade is the same or lower than
‘-'\'{) Grade this year may be inerror. | previously reported.

Validation of Gifted and Talented Child Count data

The following duplicate students audits are required prior to submitting you GT child count data.
They are found on the Gifted and Talented Student Information menu.

:[Special Education Student Enrollment System

Student: Information

Student Information Entry/Update
Reassign Student S5
Required LEA Audit Reports >

Exiting Warksheet Report
Enrollment Status by Teacher Report
Enrollment Status by Student Repart

Exceptional Child Summary Reparts »

Exit

Gifted and Talented by Age Report
T Duplicate Students Audit Repart

Supporting Tables  State Reports  Federal Reparts  Monitoring Profiles Reparts  Data ExportfImpart Funckions  Syskem Control

Gifted and Talented Student Infomation Gifted and Talented Student Information Updates

GT Enrollment Status by Teacher Repart

GT Duplicate Students in District Audit




Validation of Gifted and Talented Child Count data-cont.

: Gifted and Talented Duplicate Students Audit Report

Schoaol -‘r‘Bar:-

416 |THREE CREEK.JT ELEM DISTRICT

District(s): Untag All

& Report Only
¢ DEBF File Only
" Re

+ GT Students Duplicated in Same District for Same School Year Audit Report

Schoaol -‘r‘Bar:-

416 |THREE CREEK JT ELEM DISTRICT

Untag All

& Report Only
Qutput| © DEF File Only
" Repartand DBF File

Continue with epoﬁ

Be sure that in the case of both these reports, no students are listed. In the case of the GT
Duplicate Students Audit Report, twins may be listed since the system validates against
identically spelled last names and identical birthdates. However, the goals of these reports are the
information boxes display below.



Validation of Gifted and Talented Child Count data-cont.

Mo Duplicates E| Selection Error EJ
Mo Duplicates Found For Mo information Found For
selection entered seleckion entered

Exporting Gifted and Talented Data to the SDE.

If your district has chosen to receive the Gifted and Talent child count system as part of
the Special Education child count system, all of your GT data must be exported and sent
to the SDE with the Special Education Data. If, however, your district has elected to
receive the GT child count program separately, you will export and send the data
separately according to the following directions.

i Special Education Student Enrollment System
Student InFormation  Supporting Tables  State Reports  Federal Reports  Monitoring Profiles Reports BEE[E=N = alaldai (il (ol g g System Conkrol
Import Data From Building

Export Data To SDE

Import/Refresh Tables From SDE

Update Student Info with ASCII Data
Update GT Student info with A5CII Data
Report Imported Data Errors

Exit

Select Export Data to SDE on the Menu above.

Export Data to SDE is the function that all districts will use to report their data to the
Special Education Bureau after all data have been entered and thoroughly checked for
completeness and accuracy.




Exporting Gifted and Talented Data to the SDE-cont.

+ Export tables from District for SDE

District: |41E |THREE CREEK JT ELEM DISTRIC™ Be sure that none ‘
of your buildings
School Year: | EEJE are highlighted by

clicking Untag All!

601 |THREE CREEK ELEM-JR HI SCHOOL

Building(s): Artag Al

-2
‘Have you tun all ofthe Required LEA Audit Reports?.

Output PathiDirectory: | C:ACHILDCOUNT41 6L Directary Selection

This function will export Enroliment and Student data for the State Department of Education.
You may choose one or mare Buildings to be exported.

Create Exported Files Exit

Exporting Data to SDE

* Create a folder on a drive to which you have access called GT ChildCountXXX
(XXX = your district number)

* Be sure that the School Year is 2009. All Buildings should be reported.

» Select this drive and folder using the Directory Selection button

» Then click Create Exported Files. When the files have been exported, the
message, Report Completed, will appear and a copy of the District Export Data
Status Report that lists the 4 files that were exported will print out.

* Verify that these 4 files are in the folder where you exported them.

Transmitting your data to the SDE

» After you have entered all of your district’s or LEAs GT data for the current year,
and verified that your data is complete, accurate and error-free and you have
exported the data as described above, the 4 export files should be transmitted to
the SDE via the secure web server File Upload page according to the instructions
provided for that process.

* The 4 files you will send are:

—  SEDENxxx.DBF
—  STDNTxxx.DBF
— DAUDTxxx.DBF
—  ENROLxxx.DBF (where xxx = your district number)
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